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Solicitations



This step-by-step guide will review how to view solicitation, create solicitation responses,
acknowledge amendments and view response history.

If you need assistance please contact suppliersupport@chattanooga.gov or (423) 643-7230.
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View Solicitations

Role: Supplier Bidder, Supplier Sales Representative, Supplier Accounts Receivable
Specialist.

Objective: By completing this topic, you will learn how to view solicitations.

Navigation Path: Home Page > Supplier Portal

Step Step Description Navigation Hint

1.

User ID

Password

Forgot Password

Log into Supplier Portal.

| English hd
2. | Within the Home Page functional
areaq, click on the Supplier Portal
icon.
Note: You can access the
Supplier Portal

functional files by clicking the
Navigator icon in the upper left-
hand corner of the page or
clicking the homepage's
functional area.

Solicitations


https://fa-eqto-saasfaprod1.fa.ocs.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

Step Step Description Navigation Hint
3.
Solicitations
From the Tasks menu click on the o View Active Solicitations
View Active Solicitations link. « Manage Responses
4. The Active Solicitations page is
now visible. ** Invitation Receiv
The defOUlT VieW ShOWS OCTIVG Response Submitte 4‘- Mo -’
solicitations for which your —
company has:
e Received an invitation, and
¢ Not submitted a response
S.

Notice any search resulfs.

Search Results

=

Actions w View v Format w Freeze im |

Solicitation  Title

210163

Real Time Fleet GPS

Solicitations



Step Step Description

Navigation Hint

Search for other Solicitations by
updating the search criteria such
as:

e Solicitation number**
o Title**

e Close by Date**

¢ Invitation Received**
e Response Submitted
e Open Since Date

** at least one field must be
populated

A common search is:

e Invitation not received, and
e Response not Submitted

** Invitation Received | No w

Response Submitted | No w

Save this search by clicking
Save... button.

—
** Invitation Received
Response Submitted
~—

Solicitation Open Since | midiyy E& |

| searcn || Reset
Sinitnbic | Wit
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Step

Step Description

Navigation Hint

9.
Create Saved Search X
* Name
Enfer a name for the search. | Solicitations (No Invitation)
Check the Run Automatically
Set as Default
checkbox.
Click OK. Run Automatically
|§ 0K | | Cancel |
10.

The Saved Search and its Search
Results are now visible.

Review details such as:

e Solicitation number
o Title

e Solicitation Type

e Buyer Name

e Time Remaining

e Close Date

e Yourresponses

e Unread Messages

Search Results

Actions «+ View w Format =

Solicitation  Title

210163 Real Time Fleet GPS

210121

Freeze

10th Street Bridge Construction

11.

To run the search in the future,
select the search name from the
Saved Search field.

Saved Search | Solicitations (Mo Invitation)

Solicitations (Mo Invitation)

Closing in Mext 7 Days
Closing Today
Cpen Invitations

Fersonalize...

Solicitations



Step

Step Description

Navigation Hint

12 View the Search Results.
Notice the: Search Results
* Tifle Acti Vi F t
e Solicitation Type clons v Tl v oma
e Time Remaining Solicitation  Title
e Close Date
e Otherinformation
13.
Solicitation  Title
Click the Solicitation number link
in the search results section to 210163 Real Time Fleet GPS
view the solicitation in its en’rire’ry. 210121 10th Street Eridge Construction
14.
The Solicitation page is now Request for Proposal: 210163
visible.
15.

The Table of Contents is on the
left side of the page.

Review the solicitation by using
the links in the Table of Contents.

The links may vary depending on
if the solicitation is a Request for
Quotation, Invitation for Bid,
Request for Proposal or Request
for Qualifications.

Construction bids will not follow
this format.

Table of Contents

Cover Page
Owverview
Reguirements

Lines

Contract Terms
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Step Step Description Navigation Hint

16.
A CITY of CHATTANOOGA
Review the Cover Page Purchasing Department
City Hall, 101 East 11th Street, Suite G13
'I'h oroughly’ Chattanooga, TN 37402
Request for Proposal
Solicitation No. 210163
Real Time Fleet GPS
17.
Table of Contents
Cover Page
Ovepview
Click the Overview link. Reqﬁemenis
Lines

Contract Terms

Solicitations 8



Step Step Description

Navigation Hint

18.

Click the Aftachments link to view
attached documents.

Click the Attachment file name
links tfo download and review.

Afttachments Affidavits and Motices_ pdf (1

* File Name or URL

Affidavits and iﬂtices_pﬁ

RFP 195406_Real Time Fleet GPS Tracking, Final 03. .

* File Name or URL

Affidavits and Notices. pdf

BFF 195406 Real Time Fleet GPS Ti

19.

Alternatively, click the Actions
drop-down button.

Select View.

Select View Attachments.

Respond

Analyze [

View

View PDF

View Attachments

Solicitations



Step Step Description Navigation Hint
20. " "
The Aft ment is now
] .e ac ents page s no Attachments (Request for Proposal 210163)
visible.
. Search ‘ File Name or URL x ‘ Show Filters
Click the attachment row to
highlight it in blue or Ctrl + click to Actons v View v Fomatv B = @
hlghllghT more ThGn -l row File Name or URL Level Attached To
Affidavits and Motices pdf Header
C“Ck The Download bUtton' RFP 195406_Real Time Fleet ...  Header
21. |
Click Done. @
Review the downloaded
document(s).
22.
Title Real Time Fleet GFPS
Synopsis Real Time Fleet GPS =~
for Departments to =
Monitor Vehicles. The %
Expand the Synopsis field to view
all the information.
Title Real Time Fleet GPS
Synopsis  Real Time Fleet GPS for Departments to Monitor Vehicles. The
resulting award will be a 12-month agreement with two (2) 12-
month renewal options.
T —
23.
Expand All
» Geneéral
Click Expand All link.
» Terms

Solicitations



Step Step Description Navigation Hint

24. In the General section review:
e Schedule
e Solicitation Controls
e Lines
e Response Rules
25. In the Terms section review:
e Business Terms
o Payment Terms
o Freight Terms
o FOB
e Currency
26.

Table of Contents
Cover Page
Overview

Click the Requirements link Requirements

Line

Contract Terms

Solicitations 11



Step

Step Description

Navigation Hint

27.

Review the Requirements
questions in the Summary
section.

Requirements
Summary
View v Format w Freeze i@} Detach

Requirement Requirement Text

4 1. General

- All responzes receiv
1. Terms and Conditions .
4 - Chattanooga's Stand
wala. Yes
A |wzlb. No

Flease confirm you

1.b.1. Terms and Conditio I yes, include detail

A 2. City Employment Are any of the indivi

A [wza. Yes

2.a.1. City Employment - |dentify the City emp!

EI wzb. No
- The City of Chattanos
A 3. Conflict of Interest solicitation. Do you h

A [wza. Yes

3.a.1. Conflict of Interest - Define, in detail, the

wz b. No

There are four docu

28.

Alternatively, you may click
the Preview Requirement
Questionnaire button to view
the questions in a different
format.

| Preview Requirement Questionnaire

Preview Requirement Questionnaire (Request for Proposal 210163)

Section 1. General

1. All responses received are subject to the City of Chattanooga's Standard Terms and Conditions contained herein. Do you
acknowledge having received, reviewed, and agree to be bound 1o the City of Chattanooga's Standard Terms and Conditions?

a Yes

b. No

2. Are any ofthe individuals that have ownership interest in your company or organization currently employed or have been previously
employed within the last 6 months by the City of Chattancoga?

a. Yes

b.No

29.

Click Done.

Solicitations



Step

Step Description

Navigation Hint

30.

Click the Lines link in the Table
of Contents.

Lines are not applicable for
Requests for Quotations.

Table of Contents

Cover Page

Owverview

Requirements

Line
Cnn]bct Terms

31.

Review the Lines Summary.

sSummary

e

View w Format w  [il] Freeze i@ Detac

Line Category Name

1 208-88 Software, Monitoring

32.

Click the Contract Terms link.

Table of Contents

Cover Fage
Owverview
Requirements

Lines

Cnntra% Terms
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Step Step Description Navigation Hint
33.
Contract Terms
Clauses Deliverables
1 ACCEPTANCE-AGREEMENT
Confractor's commencement of work on the goods/non-professional se
purchase order is limited to acceptance of the express terms contained
and rejected, but any proposals do not operate as a rejection of this off
without additional or different terms. Additional or different terms or any
contains variances in the terms of the description, quantity, price or deli
Review the Contract Terms.
2 GOVERNING LAW
This Agreement shall be governed by the laws of the State of Tennezse
3 COMPENSATION AND PAYMENT TERMS
For the completion of the Worlk, City shall pay Contractor the contract s
The City's delivered payment terms are payment within thirty (30) days
made prior to receipt of an original invoice containing invoice and purch:
34. .
Click the Download Contract | |
. Download Contract
button o review the Contract \ J '
Terms in greater detail.
Open the document after it
has downloaded to review.
35. . .
Determine if you would like to
create a response or not.
36.
To not create a response, click m .
Done.
Solicitations



Step Step Description Navigation Hint

37.
To create aresponse,

proceed to Create Solicitation
Response topic.

Solicitations 15



Create Solicitation Response

Role: Supplier Bidder

Objective: By completing this topic, you will learn how to create a solicitation
response for Requests for Quotation, Invitations for Bid, Requests for Proposal and
Requests for Qualifications.

Navigation Path: Home Page > Supplier Portal

Step

Step Description

Navigation Hint

1.

Option 1

If you are already viewing the
solicitation, click the Create
Response button at the top-right
corner.

Proceed to step 3.

o E———,

Se— pe— 2

2. | Option 2
Follow steps 1-12 in the View p——
Solicitation topic. @MD
In the Search Results section, 1e Remaining
highlight the row of the solicitation
for which you would like to create a ays 17 Hours
response.
Click the Create Response button.

3.

The Create Response: Overview
page is now visible.

Create Response (Proposal 19001): Overview @
T —

Solicitations



Step Step Description

Navigation Hint

Overview

Notice the Overview “frain stop” at
the top of the page.

' MONORNO

OwvervievRequiremr Lines Review

- | Enter a Response Valid Until date &
time, if applicable.

Unless specified otherwise, all
formal bids shall be binding for 45
days following the solicitation
opening date.

Response Valid Until | m/diyy homm a Efg

Enter o Reference Number, if
applicable.

Reference Number | |

Enter Note to Buyer, if applicable.

MNote to Buyer

8. | Click the + icon to include any and
all attachments.

The City requires specific
attachments. Carefully review the
solicitation, specification
document, requirements for
instructions.

Attachments None == I

Solicitations



Step Step Description ‘ Navigation Hint

Requirements

9.

Click the Requirements train stop @ e @ @

CverviewRequirer Lines  Review
button. a

10.

Create Response (Proposal 22001): Requirements @

Time Remaining 9 Days 17 Hours

Section 1. General

1. All responses received are subject to the City of Chattanooga's Standard Terms ani
acknowledge having received, reviewed, and agree fo be bound to the City of Chat

a. Yes

The Create Response: Requirements 1o
are now visible. 2 employed Wi the st 6 monins by tne CIy of Chaancoga?

a. Yes

Respond to all requirements. e

3. The City of Chattanooga requires the Respondent to disclose any professional or p
be, a conflict of interest in performing the services contemplated within this solicitat
disclose?

a. Yes

b. No

4. There are four documents included in this solicitation that reguire review and signat
1) Affirmative Action Notice
2) Drug Free Workplace Affidavit
3) Iran Divestment Act Notice
4) No Contact Mo Advocacy Motice

Solicitations 18



Step

Step Description

Navigation Hint

Lines

1.

Click the Lines train stop button.

Lines are not applicable for
Requests for Qualifications.

ONON - BO

ChwerviewRequiren Lines Review

12.

Enter responses, as necessary.

Response Price

Send Message to Buyer

13.

Click the Messages button to ask
the Buyer a question.

14.

The Online Message page is now
visible.

Click the + icon to create a
message.

Messages

Actions v View » Format » | o= | [+ ]

Solicitations



Step Step Description Navigation Hint
15.
Send Message
) . . To City of Chattanooga
In Subject field enter information.
* Subject
16.
. . Attachments None ==
Enter Atachments, if applicable
17.
Click Send button. '
18.
Messages
Actions w View v Format w7 ==
The message is now visible in the
. Subject
Messages section.
b g Pre-Bid Details
Solicitations 20



Step Step Description

Navigation Hint

Read Message from Buyer

19.
® rv
Online Message for Megotiation Request for Proposal 210763 (Real Time Flest GPS)
Debbie Talley
T —
F¥l
Option 1 Online Message for
You will receive a bell notification Negotiation Request
and Things to Finish nofification. for Proposal 210163
(Real Time Fleet GPS...
Debbie Talley
20.
Click the nofification link. Online Message for Negotiation Reque
The Online Message window is now
o T
visible.
21.
4 Recommended Actions
« Print or reply to this message.
In the Message Details section, the 4 Message Details
Buyer response is visible. Subject Re: Pre.d Defais
y p Mes;g@ﬂ:ﬁg Is at 2pm. This infermation can be found on the Co@
On 7/7i21 9:25 AM America/New_York, Liz Smith wrote
What time is the pre-bid meeting on July 157
T ——

Solicitations



Step Step Description

Navigation Hint

22.
In the Related Links section, you

can

Click the link fo View Message
Details.

Proceed to step 24.

4 Related Links

« \iew Message Details
« \iew Solicitation: 210163

23.
Option 2 Request for Proposal: 210163 .
When viewing the solicitation, the
messages button will show the
number of unread messages.
Click the Message button. { Messages (1) | Create Response m @
T
24,

The Online Messages page is now
visible.

Review the Messages section.

Subject From To Date
4 | Pre-Bid Details
E Re: Pre-Bid Details  City of Chattancoga  Liz Smith 77121 9:30 AM

E Pre-Bid Details Liz Smith City of Chattanooga  7/7/21 9:25 AM

Solicitations



Step Step Description

Navigation Hint

25.

Click on the message to view if.

The message details are now visible.

Subject From To Date

A [ Pre-Bid Details

B Re: Pre-Bid Details  City of Chattanooga  Liz Smith TIT/21 930 AM

B Pre-Bid Details Liz Smith City of Chattanooga ~ 7/7/21 9:25 AM

Re: Pre-Bid Details: Details

From City of Chattanooga

Date  7/7/21 9:30 AM

The pre-bid meeting is at 2pm. This information can be found on the Cover Page of the solicitation.

On 7/7/21 9:25 AM America/Mew_York, Liz Smith wrote

What time i the pre-bid meeting on July 15?

Reply to Message

26.
Messages
To reply to the message, click the
Reply icon. Actions v View v Format w o=
27.
On 7/7/21 930 AM America/New_Yerk, City of Chattanooga
The Reply to Messqge WiﬂdOW iS The pre-bid meeting is at 2pm. This information can be founc
ViSib'G On 77721 9:25 AM America/New_Yerk, Liz Smith wrote
* Message | What time is the prel-bid meeting on July 157
T —
Solicitations
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Step Step Description

Navigation Hint

28.

Enter your reply at the top of the
Message field.

=
< Thank you|
e

On 7721 9:30 AM Americal

The pre-bid meeting is at 2p

On 7i7r21 9:25 AM Americal

* Message | What time is the pre-bid mee

29.
. . Attachments None =j=
Enter Atachments, if applicable
30.
Click Send button. '
31.
Subject From To Date
. A g Pre-Bid Details
The message is now Vvisible in the [l Re: Pre-Bid Details  Liz Smith City of Chattanooga  7/7/21 9:43 AM
Messcges Sec-l-lon ERe: Fre-Bid Details  City of Chattanooga  Liz Smith 7721 9:30 AM
E Pre-Bid Details Liz Smith City of Chattanooga  7/7/21 9:25 AM
32.

Click on the Review train stop.

ONORON

Review

OwverviewRequiren Lines

Solicitations
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Step Step Description Navigation Hint
33. | The Review Response page is now
visible. .
. , _ Review Response
This is your final opportunity to
review your response to the
solicitation before submitting it.
34.
Overview  Requirements Lines '
Review the information on:
e Overview tab Overview  Requirements  Lines
e Requirements tab
e Lines tab, if applicable
Owervieww  Reguirements  Lines '
35.
To edit the response, click the OverviewRequiren Lin
associated train stop.
Alternatively, you may click the
Back button to return to the desired
train stop.
Edit as necessary as indicated in
steps 4-31.
Solicitations 25



Step Step Description

Navigation Hint

Validate

36.

Click the Actions drop-down arrow.

Select Validate to check if all
required information has been
completed.

Actions ¥ Back Mext

View Solicitation

View Response FOF

Validate l}

37.
© Error X
Any errors must be resolved before
I You must respond to at least one line in the solicitation before you submit your response. (PON-2085013)
submitting.
Click OK. T ———
38.
« Confirmation b4
Response 22001 to solicitation 210163 was validated without errors.
If no errors, click OK to confirm such.
39.

Click the Submit button to subbmit
the response.

(oo~ Lo Lo

Solicitations
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Step Step Description Navigation Hint
40.
« Confirmation x
COﬂfIrmOTIOI’] WII’]dOW appears fo The response 22001 to solicitation 210163 was submitted.
confirm response was submitted.
Click OK.
41.
The Manage Response page is now Manage Responses '
visible.
42.
Search Results
Revising a draft response automatically locks it.
. . . . Actions w View w Format w Freeze im'| Detach Wrap Accep
Notice your response is now listed in
-I-he SeCII’Ch resu”-s Secﬁon Response Ef;ﬂgnse Solicitation Solicitation Title
22001 Active 210163 Real Time Fleet GPS
43. | To revise your response, select the
desired response to revise and click | — |
the Revise button. [ -
Repeat steps 4-42 as necessary.
Solicitations 27



Acknowledge Amendments

Role: Supplier Bidder

Objective: By completing this topic, you will learn how to acknowledge amendments
for Requests for Quotation, Invitations for Bid, Requests for Proposal and Requests for
Qualifications.

Navigation Path: Home Page > Supplier Portal

Step Step Description Navigation Hint

Lo f you have been invited to respond to or responded to a solicitation you may

receive amendment nofifications.

2.
User ID
Password
LO in_l_o SU ”er Por'|'O|- Forgot Password
e
[English -
3.

a ® (9

e . . . X Things to Finish
The notifications will be visible in

your Bell notifications and your
Things to Finish section.

Solicitations 28
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Step Step Description Navigation Hint
4.
FYl
Amendment 1 for Negotiation 210163 (Real Time Fleet GPS) Reguires Your Attention
Debbie Talley @
T —
FY1
Amendment 1 for
Click the notification message link. Negotiation 210163
(Real Time Fleet GPS)
Requires Yodh..
Debbie Talley
5.
The Amendment window is now Amendment 1 for Negotiation 210163
visible.
. . T —
Review the details.
6. When an amendment is issued the
original solicitation will be given a Supplier  One Two Three Four Inc.
suffix with a comma and the Company City of Chattanooga
number of the amendment. Solicitation Title Real Time Fleet GPS
Solicitation 2101831
Amendment 1 =210163, 1
Amendment 2 =210163, 2

Solicitations
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Step Step Description

Navigation Hint

7. | Notice the Recommended Actions.

e Suppliers that have
previously submitted a
response will need to
acknowledge the
amendment, edit their
response if necessary and
resubmit the response.

e Suppliers that have not
submitted a response will
need to acknowledge the
amendment prior to
submitted a response.

4 Recommended Actions
« Acknowledge amendment and resubmit your response.

8.
4 Amendment Details
Nohce The Amendment Detq“s Amendment Date 7721 11:23 AM
Amendment Description Cuestions and Answers
9.
4 Related Links
To view the Amendment click the » Acknowledge Amendments: 240163 1
Acknowledge Amendments link. « View Solicitation: 210163, 1 ’U
10.

The Acknowledge Amendments
page is now visible.

Acknowledge Amendments (Request for Proposal 210163)

Solicitations
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Step Step Description Navigation Hint
1. | Review the Amendment: Details
section.
12.
4 Cover Page
Mo data to display.
Review the information provided 4 overview
on This poge regording -I-he View w Format » Freeze  im' Detach Wrap
Field Request for Proposal 210163 Reqlest for Proposal 210163,1
amendment. o
Attachments Affidavits and Notices pdf (1 more.._) Amendment 1- Questions and Ans (2 more.
Click links to view and/or
dOWI’ﬂOOd. 4 General
4 Schedule
T —
13.
TO Acknowledge The OmendmenT, nowledgment || | have reviewed the changes and | acknowledge amendme
click the check box in the 1t Description Questions and Answers
Amendment: Details section.
14.
View Original Solicitation m
Click the Submit button.
15 | A warning message will be visible.
“The GmendmenTS To SOliCiTGTiOn 'ﬁeawm:;:::wmsu\imtanun210153\'.‘ereacknowledged.Yuucannwcrealearesuunse. Do you want to continue? (PON- "
2085336)
xxxx were acknowledged. You can
now create a response. Do you
want to continue?”
Solicitations 31



Step Step Description

Navigation Hint

16. | Click Yes to:

e Create a new response.
Proceed to next step.

Click No if you have previously
submitted a response. Skip to step
20.

17.
If you click Yes to create a new
response the Create Response Create Response.
page is now visible.
18.
Recreate your response. Reference o @ @ @
Create Solicitation Response topic, OvervievRequiren Lines Review
if necessary.
19.
When complete click Submit m E .
button.
20. . . . .
The Confirmation window will be ) )
. « Confirmation
visiole. —
Click OK.

Solicitations
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Step

Step Description

Navigation Hint

21.

The Active Solicitations page is
now visible.

Click Done.

The Supplier Portal dashboard is
now visible.

22.

View the Requiring Attention
infolet.

Click the circle to view the
Negotiation (Solicitation)
Responses items requiring
aftention.

Requiring Attention

M Negofiation Responses

23.

The Manage Responses page is
now visible.

Notice your response for the
solicitation that the amendment
was acknowledged has a
response status of Resubmission
required.

This allows you the opportunity to
revise your response based on the
amendment that was issued.

Response Response 5Status

22013 Resubmission reguired

24.

Click the row of the response.
Click the Revise button.

| Revise |

25.

The Create Response: Overview
page is now visible.

Create Response (Proposal 22021): Overview

26.

Review each train stop. Make
changes as necessary.

' MONORNO

OwvervievRequiremr Lines Review

Solicitations
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Step Step Description Navigation Hint

27.
When complete, click Submit. m

28. | A confirmation window will be
visible. + Confirmation

Click OK.

29.
Click Done to return to the Supplier m
Portal page.
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View Response History

Role: Supplier Bidder

Objective: By completing this topic, you will learn how to view your solicitation
response history.

Navigation Path: Home Page > Supplier Portal

Step Step Description Navigation Hint

1.

Forgot Password

‘English v

Log into Supplier Portal.

2. | Within the Home Page functional
areq, click on the Supplier Portal
icon.

Note: You can access the
functional files by clicking the
Navigator icon in the upper left-
hand corner of the page or
clicking the homepage's functional
areq.

Supplier Portal
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Step Step Description Navigation Hint
3.
Solicitations
Click the Tasks icon, then click the « View Active Solicitations
Manage Responses link. - Manage Responses
4,
** solicitation Title
Enter at least one of the required ** solicitation
search criteria: “* Response
e Solicitation Title
e Solicitation
e Response
° Response STOTUS * Response Status Active or draft v
. Line Description
Then click the Search button.
5.
Search Results
Revising a draft response automatically locks it
. Actions w View w Format w im| Detach
View Search Results.
Response Fsirastﬂgnse Solicitation Solicitation Title
22003 Draft & 210163 Real Time Fleet GPS
22001 Active 210163 Real Time Fleet GFS
Solicitations 36



Step Step Description Navigation Hint
6.
Response .
Response Status Solicitation
Click the Response number link to 22003 Draft 210163
view response. .
2 2-3@' Active 210163
7.

Review, as necessary.

Click Done.

Supplier Portal Support

We are available to assist you! Contact suppliersupport@chattanooga.gov or (423) 643-7230.

Solicitations
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